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ABSTRACT 

This booklet provides a practical guide for those 
interested in contributing material to the Archive of Folk Culture in 
the American Folklife Center at the Library of Congress. The Archive 
houses one of the largest collections of ethnographic documentation 
in the world, protects these materials for the future generations, 
and makes them available to researchers in the study of culture. Its 
holdings encompass all aspects of folk music, dance, narrative, arts, 
and material culture of all nations. This booklet explains the legal' 
implications of giving a collection to the Library of Congress and 
describes how to organize, label, and document the material before 
transfer. It also includes advice on how collectors can protect 
ethnographic materials in their own keeping, or store them prior to 
sending them to the Library of Congress. The table of contents 
includes the following: (1) Introduction; (2) The Archive of Folk 
Culture; (3) Types of Contributions; (4) Preparing a Collection for 
the Archive of Folk Culture; (5) Arranging and Numbering the 
Collection (Audio and Video Tape Recordings, Manuscripts, 
Photographs, Film, Computer Diskettes); and (6) Appendixes (Potential 
Acquisitions Data oiieet , Fieldwork Sample Data Sheet, Audio Tape Log, 
Video Tape Log, and Photo Log). (EH) 
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Introduction 



riic Aiiu'iican Kolklili- CiMiicr's Archisc ol l-'olk {'iiliuro al tlu" I.ii)ian ol 
( li OHM'S one ol ilu" lai t^cst tollfc lions olCilniogi apliic doi a nu-i na- 
tion in ilic world, piotfc ts iIk'sc mak'iials lor tlif use ol liiturc irfnoraiions. 
and niai<.i's tlu'Mi asailal)li' lo rcM-ar'.iu'rs inicrfsicd in tlu- studs- ol ciiltnrf. its 
holdings encompass all aspects ol lolk nuisic. dance, narratise, arts, and 
material i iiliiire ol all nations. 

Kthnographic collections are iniilti-lormat. unpuhlislied. created works 
that docunient cultural groups. .Sue li (ollections mas l)e broad or narross in 
scope, and lars^e or small in si/e. ( iollections i urrenth in the .Arc his e oI Kolk 
Culture mas consist ol a less rec oidint^s. such as the )ohn (IregoiY Bourke 
( '.ollection ol iiine svax cs lincler recordiuifs ol' Mexican music made in 1891^. 
or hundreds ol recordiuifs and thousands ol photoi^raplis such as tiie 
I'inelands I-'olklile I'lojec t undei taken In the l-"olklile (lenter in lUS:?. But all 
the collec tions ihere doc imieni c realise aspec ts ol traditional lolk c ulture. 

( )l ten collec to( s oi other s ( inc hid int; the l.ibran ol ( iont^ress) draw on the 
material in the .\rchisc- ol 1-olk (lultiue to create published ssorks. but the 
collections themselses remain unpublisiied. (Collections occa>-ionalls in- 
clude copsrii^hted material, iiut are not iisualK (op\ righted ^ a svhole. 
Nesertlieless. the .\mc-ric an Folk HI e ( Center regardsetlmographic collec lions 
.IS c reated ssorks. ( iollec tors make dec isions about the scope, con lent, and 
arraiiifement ol their m.iterial that are respec ted svhen the .Americ an I-'olklile 
(Cenlei takes c liaige ol it. More than just the lieldnotes. recordings, and 
phoiograplis should bv presence!. I'he Center attempts to maintain the 
original, c realise inienl ol I he collec lor in the c )rgani/ation and pi esenlalic )n 
ol the c ollec lion. 

II soil are the c ompilei oi c .11 clakei ol .1 c ollec lion ssitli malei iai pei tain- 
ing to lolklile. ethnomnsic ologs . anlhi opolog\ . cultuia! hisic)i\. or 
so( iolinguislic s. Sou mas ssish to place \oui collection in the .\mei ic an 
I-"olklile (Cenlc-r's .\rcliisc' ol I-'olk Culture. H\ contributing to this national 
repositoi"\ . sou s\ ill make \oui (ollc c t ion a\ ailahle lor students, rescarc hers, 
c-diic .itoi s. and the pc-ople ol the c nltiu al gi oup \ ou studied. Your collec tic )H 
ss ill bee omc pai t ol a nation.il leg.ic s . Iiu thei ing reseai c h on cultural groups 
and presersing and sometimes helping to restore cultural lu ' ila^ie. 11 sour 
c ollec tion materials are li agile. sou ssill pros icle lor their c are and salekeep- 
ing. 

I his 1 kil t prosicles a pr.K ti( .il guide lor those inteiestecl in contribut- 
ing inatei ial to the .\i c hise ol I- oik ( ailtuie. It explains the- legal iiiiplic ations 
ol gisiiig a collection lo the I.ibiais ol (Congress and describes hosv to 
oigani/e. label, .md doc imient the m.iterial belore tiansler. It also inc hides 
adsic e on boss collec tors c.m piotec 1 ethnographic materials in lh''ir osvn 
keeping, oi sioi e them pi ioi to sending them to the- 1 .ibiars of ( Congi c-ss. 
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Placing ;i collcctioii in an aicliive requires care and foretiioiigiit. Tiio 
contriiiiilor nuisl clioose a reposiloiy ajDiDropriate to liie contents of liie 
collection and the best of several possible methods of placing il there. The 
next section will prcnicle information that will help you considei whether 
your collection niiglit be appropriately placed among tiiose in the Archive of 
Folk ('ulture. 

Acknowledgements 

W'lien I was learning how to [jrocess the collections in the Archive of Folk 
Culture, I kept a computer file ;if problems and concerns, including a list of 
the kinds of inlormation I felt collectors should have before tiiey contribute 
their collections to Archise or e\en before they begin their fieldwork. Later 
this file helped me to create instructional guides for the collectors who 
worked on the American Folklife ('enter's 1991 Maine Acadian Folklife 
Project. .Marsha .Maguire, then coordinator o! processing, looked at this file 
and realized that it had the potential to become the guide for contributors 
that she. Head of .\cc|iiisiti<>ns Joseph llickerson, and Reference Librarian 
(".erald I'arsons had often discussed and that she had begun researching. She 
j)assed her research on to me and asked me if 1 could re-work my c<)mj)uter 
file as the basis for a contributor's guide. The subsequent publication has 
been handed around the Folklife Center office, and commented upon at 
length by most of tlie staff. The information and recommendations con- 
tained within have been tried in archival practice and in the field. 1 would 
like to iliauk the staff of the Center, and, in particular, .Marsha, )<>e, and 
C>em fbi their help in making this publication possible. 
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Recording equipment transported by John and Alan Loniax in the trunk of their car 
wlien tliey went on collecting expeditions in tlie 1930s. Both father and son ser\'ed as 
head of the Archive of Folk Culture. 



The Archive of Folk Culture 



TIk' Ak hive ol 1-olk ( iulmic was < icaicd in IDL'H as the Ai ( liisc of Anici ic an 
I'olk-SoM^. Moused in the Miisi( Division oi tlie l,il)ian ol (ion^icss, iis 
original pnipose was lo esiahiisli a national coilc-etion ol dot mnentaiA- 
manuscripts and sound i c-c ordini^s of American Iblksoni^. International 
mate-rials were a( (iiiiredalniost Irom the hei^innini^, how('\ci .and in !'.).")."> the 
name was elianirc-d to Arc hive ol I'^olk Soni^. 

()\cr the vc-ars the- collet tion i^rcw to include mate-rial on all aspec ts ol 
lolklorc- in all tvpes of mc-dia (inchidini^ mamis( ri|)ts, photoi^raphs, \ideo- 
tapc-s. dim, and rc-coidini^s). In H)7(). ( !()ni^i(-ss (-siahlislu-d the Amc-i ican 
I'olklile (Ic-ntc-r "to presc-iAC and presc-nt American lolklile" and placed it at 
the- I.ihian of ( loni^rcss. The Am hi\(' ol I-"olk Song hecaine |)art ol the 
Amc-ric an Kolklile ( !c-ntc-r two vc-ars latc-i , and in 1 1 its name- was ( haiiii;c-d 
to Art hive ol I-olk ( ailture. 

Today the- Archiw contains well o\c-r on(- million itc-nis in oscr two 
thousand sc-pai at( ( ollc-( tioiis. At least 27) p(-rcent ol tlu- holditii^s come- Irom 




al)i'()acl, wiiilf ovor 20 pen ciii (lot umciil noii-Knglish-lani^iias^e Iraditioiis in 
tlic L'liitcd States. For instance-, tlu- Ai(lii\e housfs the carlic-st sound 
1 "fcoidiiiKjs of lilt' now-extiiict Oiia and Valis^an peoples oi'Tiei la del Fiies^o 
in Soiitli America ((lliarles Wellington Furlong Collec tion). The di\c rsc- 
collei tions include folklore, fblklile, sociolingiiistii , aiuliropological, and 
ethnoniiisicological inaiei ials. 

The collections i)i the Archi\e ol' I'Olk Culture ai e used in various \\a\s: 
The C.hitiniacha ol Louisiana have used recoidings in the ,\rchive to rc-co\er 
samples of their language (.Vioiris Swadesli Collection), Collections of c-ailv 
.African-American nnisic recordings, such as the JelK' Roll .Morton ( lollectioii, 
document the musical traditions that gave rise lo Ja//. and lock and roll and 
lia\e been used to trace the change and dcNclopnieni of these tiaditional 
forms. In additic)ii, the collee tions ol' impoi tant reseaichers piovide a 
hisi()ii<al lecoid of their paiticiilar contributions to their lields. The Harold 
( ( iouklin I'hiliijpines Collection, ioi example, dociuuents the work of the 
tlu-orist u ho (le\ eloped cognitisc anthropology 

i' seal ( hers siuch ing peoples, ( iistoms, and langiiages use the .\rchi\c 
(olk ions as soiuee material in their research or as a foundation lor 
lieldwork of their own. The .-\rchi\e pla\cd a prominent lole in the i e\ i\al of 
interest in folk music that began in the late- thirties and peaked during the 
si;. lies. I'erlorniers and artists contiinie to find material that inspires their 
work and prosides aesthetic ties to earlier artists and traditional styk-s. For 
e> ani[)le. ai tor S:.ni V\'atcM stoii used the ( hi\e"s collections of earlv dialect 
recordings to develop a uineleenth-centun Is.entuck\- accent lor his tele\i- 
sion poi trava! ol .\braham Lincoln. Producers of radio, tele\isi()n, and 
motion pictures make use of the collections in their productions. Recordings 
from the Folklife Center's Italian-Americans in the West I'lojei t Collec tion, 
for instance, were plaved in a radio broadcast bv the N'oice of .\nierica. 

The American Folklife Ceiitc-r provides acc e ss to its collec tioiis through 
I c-lc-reiicecopiesol recordings, \ isual mate-rials. and manuscripts, a\ailable in 
the I'olklile Reading Room. N'isitors n\A\ also listen b\' appoiiitmc-nt to 
archi\a! copies (that is. originals or presenation duplicates) of both fic-ld and 
coiinnercial sound recordings in the Libran's Performing Arts Reading 
Room. 

Duplicates ol collection materials are olten reciuested b\' researchc-rs. 
While permitting public- access to virtualh- all of the materials in the .•Krchise 
ol Folk (ailtiiic-, the American Folklife (Center endeavors to pi(»tect the 
propi ietarv iiitc-rests ol collec tors and perfoi iiiers. .As a fedc-ral institution, 
the- Librai-v of Congress has no proprietan interests in its own c ollc-ctions. 
exc c-pting ill those cc)ni[)ilc-cl bs ledc-ral emploNc-es as part ol their dutic-s. 
Performers ovn the rights to their perlornianc cs, regardless of whether thai 
performanc e- is published or copvriglile-d, and collec tions as whole wot ks are 
the creations of the collc-ctors who compiled llieiii. Tlie CeiUe-r's policv 
dic tates thai chi])Iie al(-s ol collec tion lualc-rials, unless restric ted bv the clonor. 




iiia\- bf piii cliasi-ci by a ri'si-arclK-r iui [Ji ivalc use af u-r an apiJropi ialc forin 
is coinplcii-cl. Ri'si-anlii-i s wlio wisli lo capv niainials for i:)uhli(aii<)ii, 
how t'\i-r, iiiust <)l)iaiii It'tti'isotpfrinissioii i'loin pt'iforiiu-is (oillu-iiiu-irsor 
olluT inlc'ii-sifd parlies) and si)nu-linu's IVoni collectors. 

L'suallv, ik'Ul lollcciions ma\ hi- c <)[)iccl for bri)ackasi w niuseuni use 
]5r<)\iclini^ llie user t^ives eri'dii lo Tin- "Archive ol' Tolk Culture in ihe 
Anu-riian Folklile Center at the I.ibrar\ <>( ( ^onj^ress" and ilie approjjriate 
I'ollei lors. perlbrnn'rs. anil institutions ol origin (il\)tlier than tin' l.ibr;iiy ol 
ConiTress) . Again, letters ol permission inav be necessarN'. 

ir lUHCssaiy. cijllei tors nia\ choosi- to impose additional loinlitioiis on 
tlieii I oUectioiis. But the Archise ol Kolk (ailture is ;i public repi)sil<)n 
dedicated to ser\ ing researi hers. Ci)llecti<)ns with tnaterials requiring nar- 
rowK restricted access nia\ be lefcrrcf! to otlu'r rep<)siti)ries. In all cases, the 
( '.enter hopes to n\u h an agri-iMiicnt w ith contributors that will Ijoth proH'i t 
tile riglusol lliose in\()lvcd in creating the collei lioii and pr<)\ide reasonal)le 
access to those studying or pri-senling tin- materials. 

II sou decide to plac e \<)ur collection in the Archive ol l-'olk ( ailtiu e, \<n\ 
should contact the American ['"olklile C.c-iiter, Acquisitions L'nit, l.ibraiy ol 
Congress, Washington, O.C. 2(),V1()-«1()(), phone: (202) H)7-\72'r. iax: (202) 
707-207(>. ,\ menilx'r oT tin- accpiisitions stall will lu-l|) vou lo ck-terinine 
w iCthei the .\rchi\e is the .'pjjropriate rc-pository. 11 the material does not 
niatch tin- Center's (ollectiiif, needs and policies, the stall' member niav be 
abk- to refer \<)u to a more .ii)i)topriate rejiositoiy, |)articularh when the 
collection has a loc al oi regional orieiuation. 

Oilers ofcollections should be made in writing, e\cMi il the initial contact 
is made iii person or bv phone. You will be pskecl to complete a "l^otential 
.V<iuisition Data Sheet" to [)ic)\icle iiupouaiU inlbi niatioii about your 
(ollec lion (see /\pi)endi\, jxige 2()). ^'ou should also consider what type ol' 
contribution \()u wish to make, and the Ibllowing section is prc>\ iclc*cl to helj) 
you make that dc-cision. 
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Items from the Literatura de Cordel Brazilian Cliapbook Collec- 
tion (AI'C 1970/002) ready for processing. To date, approxi- 
mately five thousand cliapbooks have been collected for the 
Library of Congress by its Rio de Janeiro office. 

Types of Contributions 

I lie Aiiici i( ;m Folklilc ( icuici iu (iiiii cs ( (illcc lii. s scNci al ii leans: giil. 
I'M li,iii^<-, lo.iii loi iiiioii, |)ur( liasc, iraiislcr, and coin riglil (lc|)()sil. 

i he <i( (|iiisiti()ns stall ( an Ik'1|> \'<>n to (iccidc wliicli ( onii ihniion caK-goi N is 
must snilal)lc lor \oni < ollcc lion, ^oni needs lor ac c ess lo ilie nialerials. lax 
( ( insidei alions, and the condition and \'alne ol the inatei ial sliould all be 
t.iken into at ( oiint. 

(iift: \ ^iit is an iin( om pen sated donation of in.it erial. ( iilts lo the I .ii)rar\ 
ol maiei lais that are not the oi iginal creations ol the donoi are generally tax 
dedn( lible. The I.ihraiA. iiouevei . docs not |)ro\ide <'\ahiati<>ns of (l()nat<-(l 
inaiciiais. oi ad\icc cone frninir mx rcfrniaiions. Donors should seek the 
.idv i( <- ( il llicii ou II lax ( oinii il. 
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Exchange: Tliis nu-tluxl ap|)lics [Ji incipally lo i olk-t tions coniainins^ souiul 
or visual ic-coicliiigs. Two kinds of Cxi haiigc-s aic jjossibic-. Ai cliiN cs. 
librarifs, and ollu-i- iiistiliuions wishintf to incifasf their holdiiit^s may 
exchange- copies of their collections for copies of inaterials in the Ai chive of 
Kolk C.idtiire. The second ivpe oi exchange is lor individuals who want to 
(on tribute tiieii collec tions hut need to r<-tain topics of the material lor tlieir 
own use. Such donors niav give original recordings to the Ar(hi\e in 
ex( hange for copies. 

Duplicates of recordings made tor exchange are of high quality and may 
sene as a substiiute for the original. An exchange provides a copy for the 
donor's refei eiice use and ])roteclive storage at the l.ihraiy of Congiess for 
the original collection. Because the I.ibraiy must pav fordu|)licati<)n seiTices, 
exchange agreemeius mav depend on the availability of duplication luiids. 
Bet ause an exi hange co])v is considered "( <)m|)ensali<)n" by the WIS. ex- 
changes are not tax deductible. 

Loan for duplication: I his method also apjjlics primarily to collections 
containing sount! or \ isual recordings. If vou wish to retain the original 
recordings in a collection, vou mav lend them to the Center. The recordings 
will be duiJlicated and retiu ned to vou. As with exchanges, the process of 
making exchange cojiies reejuires time and fmuling. How ([uicklv a loaiu-d 
( ollectioii is copied depends on its si/e, its condition and arrangement, the 
availability of pro(cssing staff, and the prior obligations of the Library's 
Re( ording I.aboraton . For tax jiiu poses a loan is not considered lax deduct- 
ible. 

Purchase: Oi i asionalh , the Center pun bases ( ollet tions offered for sale if 
the material is of parti< iilar imporlautc and other means of ac(iiiisition are 
not available. The funds for such pui chases, however, are extremely limited. 

Tran.sfer: The Center a< ( ei)tsa|)|)r<)i)riate( ()lle( t ions ti auslei l ed from other 
federal agencies. 

Copyright deposit: I'lus airangenu'nt oulv ap|)lies to those planning to 
copyright folklore-related material. When material is seiu to the I.ibran of 
Congress Cojn light Offue in fulfillment of <()p\right registration deposit 
re(iuirements, it is sometimes iransferred to a special collection such as the 
.-\rchive of 1-olk C.uliure. Since the .Archie consists primarily of unpublished 
materials rather than the Ifiiished. edited |)ro<lii< Is authors or performers 
might wish to co|)\iight, co|)vriglit deposit is [irimarily a means of adding 
|)iil)lications to the Folklife Reading Room and to the l.ibraiy's general 
(olleclions. In sjx-t ial cases, howcNci , copyrighted collections of folklore 
material ina\ be aKiuired in this waw 
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Archivist Stephanie Hall examines recordings in the Paradise Valley (Nevada) 
Folklife Projecl Collection (AFC 1 99 1 702 1 ) in the cliniatc-controllcd storage area for 
Folk Archive materials. Acid-frce card file boxes contain audio cassettes; reel-to-reel 
tape boxes are numbered and stored vertically. 

Preparing a Collection for the 
Archive of Folk Culture 

( )ii( (■ von ;m(l the l.iliiarv luivc ;ii;rcc(l ilial vom c ollcc lion should l)c plated 
in ilic An liivc oi I'olk ( .tiliutc and the Icrms ol ii anslci i inj^ ilic i nWrt lion 
li,i\c i)ccn (Iclci mined, \()U ninsi ) repaid he c ollcc lion ioi iianslcr. (In sonic 
cases, \cHn willinniic'ss lo c am onl certain proc eclurcs nia\ he a prcTC'C|iiisiic' 
ol acceptance i)\ ihe l.ii)iai\.) Bin the lollowini; rec on'-.iiendaiioiis lor 
oi(t;ani/in},;ancl iaiielinj/ will also lac iliiale ihec are and nsc> ol colled ions von 
Kc-ep \oniseiror oiler lo other reposMories. 

Arran^in;,;, sioi ini;, and |)reseniinif niixc'd-iorniat collec lions lo lescMi c li- 
ers ill a c onipi eheiisihle wav posc-s spc^c iai prohlenis lor arc hi\es. The 
( enlei's al)ilil\ lo niainiain a colleciion in a ni.innei ihai rellec Is ilie 
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( ollct 1(11 s iiiU'iit and cxpci iciK (.■ (l<.'])cii(ls l.iii];cl\ on the care witli wliit li I lie 
(. (illi't toi has assfiiililfd and idciiliik'd ii. i-'or (.■xainpk-. llu' iiiioiiiialioii 
iiccdfd lo idfiilil\ die siil)i<.'( ls ol pliolojjrraijiis oi- ilic \()ict's of panicipaius 
on sound ic(()icliiit>s imist he wi iiU'ii down oi- die imidciuififd phologi aplis 
and ii'coi clings will iic\ci- he useful Ki ii'searc liei s. ()\cr lime, iidormaliou 
omilled heloi f a < ol led ion is li aiismilled to die l.iliiaiA will become impos- 
sible to iccoser. ( ionti ihulors sliould ol)sei-\<.' the lollowini:; piot (.'dui cs in 
[)i-ei)arin,i; to suljmit theii ( oik't lions lof the Ai t iii\c oi I'olk Ciilti.i e. 

Do(.L Mt.N TlNC. I IIE Cot I.KC.TION 

What to iiu lude: 

A. l.eiiei. A (ollet tion ollered to the I.ihraiA should he preceded In a 
letter sunmiai i/iii,t> its pip pose and < onieiiis. The letter should describe: 

I . I he t\pe ol doni.tioii \(iii wish to make (,u,irt, loan. et( .), as well as 
.iii\ other ( ondilio'is \<iu wish iioied or obsened (dales In wliidi 
loaned ie( ordini^s iiiusi be returned to \ou, lor example). 



2. Conditions that dilfer Iroiii the Center s standard access and 
duplitatiou polit ies, il aii\ (a-, explained on p. 9. abo\e). I liese must 



alwi 



be stated in wi itinir. 



'.'i. II \ou are the collet tor, a statement about soiii sell. \oui iiuoKe- 
iiieul ill the toilet tioii, and \oui iiiteicsl in the subjet t area it t osfis. 
II \ou are ( (iiitributiiii]; a t (illectioii ( (iiiipiled b\ soiiieoiie else, m\\ 
iuloi iiialion \(Hi lia\e about the toilet lor aiitl a dest ription ol \<iui 
lelatioiisliip with the toilet tor aiitl the tollectioii. 

IV Potential .\t tiuisition Data .Sheet, l iie toilet tiou's title, c reatoi (s), 
sponsoring institutions, tlates, Ititatioiis, aiitl liisttir\; purpose ami ;j;oals 
ol the project; piiblit aiioiis or pio^iaiiis i t sultiiii]; liom the piojett; 
lotatioii(s) ol atltUtional topics; autl a brief suiimiar\ of the toiiteiitst)f 
the c( illet titiii. .\lsti ref]iiests let hiiical information on formats and etjiiip- 
111 t ilt used, as well .IS the (]U.uitit\ .111(1 t oiiditioii of tile material. A t ()p\- 
ol this loi ni has been iiit lutletl in the appentlix to this brochure. 

ir the ( tiliectioii rcsiiltetl li tiin a team efftn t. names t)f iiiter\iewers. 
sound rectirdists, piioio^iaphei s, and \ i(le< ■ 'raphers, if kui.wu. Iiit liitle 
also the names ami atltlresses of the pei loi mei s a.ml in ten iew subjet ts, so 
that the Center or researcliei s tan toiitat t them rt)i permission to 
fhiplitate tir publish, whenever iiecessaiT. II voii are unable to include 
these, let us kiio\. how leseait lieis ma\ contat t the appropriate parlies 
lor pel mission. 
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BEST copy AVAILABLE 



(1. Docuiiifniaiion iiiaitMiiils. hc-nis iliai may lielp lo describe oi lisi ihe 
coUettion's nianiiscripis, lecordings, and grapiiic materials (suili as 
(ieldiu)ies, recording and pholo logs, perlbrnuT biographies, release 
tbrnis, or oilier correspondence wilii performers and inieiTievvees). 
Include also ariicles, press releases, gram proposals or descriptions, 
brochures, fliers, files on computer diskettes, and other related informa- 
tion. If von are donating an older collection on behalf of the original 
collector, it is especiallv .niportant for you to send all the information 
voii have about the collection. 



Shipping Coixections 



If \oii are shipping a large collection to the Center, take appropriate 
precautions to protect the materials. Include a card with the address of the 
('.enter and voiu' retiu ii address in the box. If the container is damaged 
dm ing shipment, this may prevent the collections from being lost. L'se heau 
chUv snapping tape to secme the boxes, \^'rite the box ninnber and the 
nimibei- of boxes you are ser.ding on each container (ie, "Box 1 of 2," "Box 
2 of 2"). 



17 

■1 



Linda Sudmalis works at a computer to arrange and inventory materials 
from the Folklife Center's Ethnic Heritage and Language Schools 
Project Collection (AFC 1993/001 ). On and near her desk arc boxes 
of curriculum material collected by the project's research team. 

Arranging and Numbering 
the Collection 

Tlu- ai i angcmciit of the collcclioii jri\cs it inoaiiinjr. A t arcful ordering of 
matci ials, oiu- tliat reflec ts the purpose, context, aiul progic-ss of your 
project, c an fac ilitate diiplic alinjf and c ataloj^iiij^. Tlie final arraiijfeMieiit of 
a collec tion also helps researchers to loc ate information and appreciate it in 
terms of the collection prc)jecl. 

,r, IS 



It is ahvays ijcst for llu- lollci tor or someone- well ;u ciiiaiiUcd willi ilu- 
ro!U'( lion to plan- il in oi ck-i . H liu' coik-i lion was mack- 1)\ sonu-onc otiu'i 
til an voiii s<"II (as with an oidci hixh oi niatoi ial ) , wni nia\ \iv oni' of tlu' [cw 
pi'opk' who tan (k'tcrniinc a iisi'lii! oicicr. 

I noi gaiii/i'd ( oilcc tions must he ihoi oiiirhK siii<lii"<l and an .mgc-d h\ tin- 
ai( liivist. I'ooi h anansfi'd colk'i lions laki- nmch lonsriT to jjioc ess and this 
<lfla\s tlR-ir a\ailahilil\ to i <'si'ar( Iuts, IMfasc pi()\i(l',' a logical, llioiigliiliil 
ai rangcnient ol yoni !nat<Tials i>(.'i<)]X' si'nding them to iln- ( '.(■nlcM , and niaki' 
\-oin ai I angi'nu'nt < k'ai h\ lahi-ling and nimihi'i int> tin- maii'i ials. Again, 
sue h organ i/al ion may hr ri'C]nisitc to tin- 1 .ihrar\ 'sa<n'piing\<)iir i olU'c lion. 

A siraigiilforward i hronologic al arrangi-nu-nt is often iisi-iiil. OiIkm 
possihk' sNsii'ins iiu luck" alphai)i"lii al arrangx'nu'ni 1)\ panic ipanis orgroiip- 
ings h\ i\ pc' ol c'\c'nl. You c an use a comhi nation of the se < )pti<)iis il tlKit seems 
most appropriate to the material. I'oi instanc e, \ on might ari ange recordings 
and phologi aphs c hronologic ally, but group administrative maniiseri])ts 1>\ 
subjec t c a;''gor\ or t\pe (siieh as planning doc iiments, correspondence, 
piiblic aiions, logs, lieldnotes, piiblic ii\, etc .). II your collec tion inc ludes 
materials hom moie than one distinc t proiec t, arrange eac h pioject's 

material sepatately. il more thai e c ollec tot participated in the project, 

mark eac h codec tor's materials with his oi hci name. 

N'liniber the nraterials using an appropii. le oiclering s\stem. It is olicn a 
good idea to ac compan\ a c hronologic al arrangement with ,i simp'e, secjiien- 
lial numbering s\slem. (iive eac li set ol media its own numbers. A sini])k' 
s\steni lor ,1 c oilec tion consisting ol slides.nid tapc-s inc hides arranging items 
c hronologic alK , and then iinmbei iiig the slides, "slide I , slide 2, slide .'^."aiicl 
the tapes, "tape I , tape 2, t.ipc- '.'>." I se a soft lead i)enc il (no. 1 ) or an iiidc-lible 

pen loi 111.11 king on pa|)ei labels and boxes, l-c ai king other loi iiiats, see 

the iiisti tic tioiis that lollow. 

Number iiiaiiiis' ript file ioldei s oi boxes sec|iieiitiall\ : lolder I . loki.'i 2. 
and bo\ I ol box 2 ol ,"). etc . II \ou use a combination ol letters and 
iiiinibeis. be sure the letleis .iiid numbcMs cannot be conltised (lor 
example, a\ oicl using a lower c ase- letter "I," wliic li iiia\ be- iiiisiakeii lor a 
"one." or an iip|)ei case "(). ' uliicli iiia\ be iiiis'akeii lor a "zero"). .Void 
gi\iiig l\so items the same niimbei . and. wheiie\ei possible, a\c)id gi\iiig ".\" 
and "H" clesigiiaiioiis (sue h as 2. !. l.\. IH, ,">). Tliis c an be- coiiliising and 
lead to misniimbei ing oi iiiiseoiiiitiiig. L'se a c onsistc iit luiiiibei iiig s\steiii 
tliiotigltoiit. 

^■(>ll may need to use- a more complex luiiiiberiiig s\sieiii that iiiorec loseh 
suits \oui own leseaich or ru lclwoik nec-ds. Kor instance', the .American 
I-'olklile ( ieiitei ( aImc h einpl(>\s teams ol lieldwoi kei s \slio ni.ike lec oi clings 
and I. ike pliotogi .iplis .it dirierenl loc.itions siimihaneoiisK ) uses a s\sleiii 
lli.it includes: (1) the project s ideniiKing initials; (2) the lic-ldworkei's 
iiiiti.ils; (,'<) an abbie\iaiion design, iiing the I i.it ol the in.iieiial; ( I) a 




It) 



sfciiieiuial iniinbi-!' (I'.g.: l.l-T-DD-ROl^ iiu-ans I.owi-l! Folklili- Pioji-ci, 
fieldvvoi kei- Doiijr DcNatak-, Aiifliolapf Rt'ol 012). 

Such svsU'iiis ail- pi-rlt-ith ai ii-plal)le, so loiii^ as [h(.-\ laii lit- easily 
uiukTsioocl. Pk-asf inchiclo an cxjjlaiialioii of vour iiuiiibfiiiig sysiem, 
pariicularly if il is complex or idiosyiu ratic. 



Fonncr Federal Cylinder Project specialist Erika Brady duplicates a wax cylinder 
recording from the machine to her left, using the tape recording machine to her right. 

Instructions tor Arranging Sj)ecific Formats 

Al'DIO AM) VIDKOI AI'K KKC:ORl)IS<;S 

I .ahcliiig audio and vicU'oi asscik-saiid llu-ir boxes will i basic iiilornialion 
about die iccordinti; is csscnMal. Be sure lo inc lude ic c bnic al inioi nialion 
about the ec]uipnient used to ni.\ke the ic coicling, the recoK'ling speed, 
sound spec iiic ations (such as stereo, mono, dolln. etc.). and forma! (i)eta 
\ ideotape. foui-trac k slei eo c asscMle. etc .). Reel-to-i eel tape boxes should he 
labeled aiici ^ length of ideiiiilving leader attac lied to eat h tape- if possible. 
This helps ill preseiA iiig as well as ideiitiK iiig the reels. Label tapes and boxes 
with the tape iiuiiibei , date, plac e. iuioi iiiaiil and 'oi e\c-iit. as appi opriate. 
l-'oi collec tois, it is also a good idea to \()ic c' basic iiilormalioii onto the 
begin II iiigol each rec ording in the field (date. i)la( c\\ ()ur name, iiiloi maiM's 
name. e\cMit or ic-c oidiiig situation). 





A wax cylinder recording of American Indian music made by Frances Densmore. Early 
soimd recordings require special handling and preservation. 

riic Cc-iili-r nia\ ri-cjiiiic- a diilficMU luimhi-' iiit; sysicin loi aiulio and 
\i<k'() i c'ioidings lliaii yon usi- for \inu own irfi-rf lui-. Colk-ciois ofit'ii iisi- 
only ilii- dale lo icleiuifv tapes. Bui iliis may [irovc coiilusiiisr il^oii makf 
inoif ihaii one lapi- on llial dale. Using pfrfoinu'i s' and iniciTicvvecs' nanios 
aloiu- may also piDve coiidising sini f llu' collfclor may (^o back and record 
ihc same person al a laler time. TIk- Ceiiier iisiuilly duplicates recordings in 
tlie order indicated voin- nimibering scheme. Moreover, material on two 
or more audio tapes in vonr collection may well be diipli< ated onto only one 
ten-inch presenation reel for the Archive, if yonr original audio tapes are 
copied to the Ajchive's preser\'ation reel out of Order, the confusion will be 
perpetuated. Kor these reasons, it is important to mark the tapes so the 
correct ordei' is clear. A simple seciuential system usually works best. 

Logging, or summarizing, the contents of your audio and \ ideo record- 
ings in a simple outline is highly recommended. This will help you to find 
useful material Ibi' voiu' own research or production work. I bis log helps 
{ Center archivists in arrangingand pro\iding reference aids to tlu- collection, 
ft will also, of course, prove in\aluable to futiue researc hers. 

Al the- top of the log sheet, list the tape's number, followed t)y dale(s), 
names of lecoidists, irifoi mants, and, if possilile, audience members, 
place(s), and event (s) docimiented (e.g., church supper, inten'iew). For the 
body of the log sheet, list the contents of the recording: summarize subjects 
discussed oi even tsdoc imien ted, list titles of songs or stories, and pro\ ide any 




Color slides numbered aiid keyed lo a photo log sheet for 
identification. These are housed in slide sleeves, ar- 
ranged in slide pages, placed in acid-free envelopes, and 
then in boxes. The boxes are stored in niuncricai order 
in a cool, dry environment. 



otluT infoi niiUion iliat may hcli) dcs( ribc tlu- \ccoi dings, I ,ist tliis inlonna- 
tion in the order in wliitii it was ri-cordfd on tlio tapt". II yon can. nott- thi- 
timing olCach scgincnl orscction. Please indicate llie beginningol earli side 
of audio tape. II one side ol an audio recording is blank or tmplayable, 
include this inlonnation on the log. 

When possible, include tianslalions or glosses of anv Ibrcign-langiiage 
material (song titles, folklore genres, subject matter, event names). Transla- 
tions of whole texts at e welcome but not recjiiired. noiible<heck to be sure 
the information on the tape log matches the information on the tape and/ 
or tajjc box (espec iallv the tape mnnbei). It is not ne(essai"\' to make lull 
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Four-by-five black-and-white negatives itoiised in poly|)i'opyIene negative pages and 
arranged in a binder. W>en handling slides, negatives, and other fragile material use 
white cotton gloves to protect items from fingerprints. 

li iinsci iplioiis; liowcvci , ii do h.w v li aiisi ripis. please iiu liule iliem witli 
the ( ollei tioii. 

Ii write \()iir logs on (ompiiler diskelles, please send us lioili 
printed and diskette copies. Tiie l.ihran t an convert Ironi various lorinats. 
hill we preler IX).S files in ascii il a\ailai)le. .See (lie section on coni[)iiicr 
diskelles i)elo\v. 

.Sioring and shipping ret ordini^s: II \oii plan lo store the recordings lor 
an exiended lime before sending iheni lo ilie l.ihraiA, place iheni in clean, 
labeled boxes. .Sioi e lapc siipi iglii in a ( lean .u ea lliai is neither loo warm nor 
ido liumid. 

.Storing recordings in damp basemenis or liol allies causes irre\-ersible 
damage. Mold\ lapesaicolien im|)ossil)le lo sahageand ihe mold sjxires iliev 
tariA ma\ vndanger oilier collection materials. A lioi storage place causes 
tapes lo warp, the niagnelic ( o ting lo Hake olT. and the magnetic inCorma- 
lion lo ble<'d and blur, evenlnalK icndering the rec oiding implaNable. The 
( "enter will not at t cpl mold\ or beat-damaged recoi dings unless ihe\ possess 
innnense hisiorii al oi t idimal \aliie .md the l.il)rar\"s Retoiding l.aboralors 
is able to t lean and pi<'ser\e lliem. 




SliflNf audio and Vnk-o tajH- in a cool, dn (■inivomncnt. A nile of tluiinb 
is iliat il you ai i' coinforiabk'.Nour tapes arc (.■oin(oi tal)lc. Avoid sioi ing tapes 
neaf niat!;tK'!i(.- lieids gciieiati-d In I'lectioiiii dfNic es sue li as motors, tek'- 
plioiK's, or magiiels. 

VVhcM inaiiing opeii-rei'i ri'cordings. it is a good idea to tape the tail end 
of tiu' tapi' to till' outside ol tiie ri-i'i. Tiiis kecjjs the ta[)e Ironi muaveling 
during shipnu'iit. Do not ta|)e tlu' tails dowii ior storagi', hoNveM'i . siiu e tiiis 
will pri'M'iit the i;'i)e from i'X|)aiKliMg and contracting with ti'nipi'i ature 
ihanges. 

Place the colli'c lion in appropriatcK' sized boxes. I^oxes should hi- sturcK- 
and small I'liongh to lilt easily. !a[)es are heaw and ma\ shiit during 
shipment. H'ttu'N ari' packed loosi h or in too big or too Tragi k' a box. tlu'N will 
(k'stroy the box. I'ill eniptv spac i's with solt [jac king material to pie\c'nt the 
tapes Iroin shilting. 

AkCIUK; RECORDINC, KORMAIS (K.C;., DISC, CVl.INDUR, WIRF., PAPKK lAPt.) 

It is espec ialK ini])oitant to document collc-c tioiis containing older lor- 
inais. riie I.il)rar\ attempts to make pi csenation tape copies of recorded 
material in fragile or archaic formats as soon as possible alter thcN are 
receiNc'd. Before the iccordings are ( opied, liowe\er, thcN must be identified 
and placed in ordei. I nlike luodern tapes, old recoi clings should not be 
pLned befoie the\ are cluplic atc-cl, as eac h pla\iitg dinunishes the c]ualit\ of 
the- recording, rherefoi c, if vou do not at range and ideiitil\ the recordings. 
thcN may be copied in the wrong order. If you are able to arrange the 
recorchngs in chronological or some odier order, please do so. 

( ilosc-lv examine disc sleeve s and labels, cA liiider l)o\es, wire spool boxc-s, 
and paper or acetate ia|)e boxes lor information ai)out the recordings, ^bii 
ruaN fhid dates, notes, ancl ' or initials sci ate hed or writ ten in these plac c-s. Wm 
or someone else comiec ted with the collection ma\ be- able to read and 
explain suc h notations. I'or example, vou ma\ know that the letters "CM" 
scratched on a disc means that the rc-cording was mack- with a carbon 
microphone, while the archi\ist might not be- able- to determine such 
infoi niation. If \ou are unaware- of the comc-nts of the recordings, howcAcr, 
do not pku them in ordei to pi oside identilic ation. I'laNingolder rc-cordings 
luaN' endanger them, and clu|)lic ating them in the wrong ordc-r is prelei al)le 
to damaging them ii icparabb. 

Coiuact (ientc-r personnel lor acKicc about placing numbers on old 
I c-cordiiigs. In some c ases. a ])eiic iled number in an iiuonspii iic)iis place is 
best; in others, a masking tape numbei applic-d to the iccorciing's bos oi 
slec-Nc' will suffice. 

Old IC C (M clings are fi agile. .Spc-c ial c aie must be- takc-ii in |)repai ing theiu 
for shipping, and each diHerciit tN pc of recording has its cnvn needs. II Aou 
has c am cpiestioiis. c ontac t the ( ientei for ach ic c- on pac king and shipping. 




Manuscripts 

Tlif (".c-iiliT accepts wi itli'ii, lypcd, or cplic-meial collcclions l elcvHiil lo 
the field of folklife, as well as tnaiiusc.ript riociiiiieiitatioii of iniilti-foi niat 
collections. When donathiginamisci ipt materials that docmiK-iit collections, 
inchide fieldnotes, fliers, published references to your collection, work yon 
have written about the collection (published or mipnblished), legible lecture 
notes, press releases, correspondence with informants.(iiKiiiding envelopes 
containing names and addresses), letters of permission, and inventories. If 
\ ()ii wish, von may donate good-quality copies of these materials rather than 
originals. Please send us diskette and printed copies of any manuscripts yon 
have in computer files (see the section on compiuer diskettes below) . Weed 
out multiple copies ofmaniiscript material, leaving no more than two copies 
of items, r.xtraneous material that is not part of the collection should also be 
removed. 

Put the manuscript materials in order: b) page niunber, in the case of a 
long text; by date, in the case of correspondence, for example. 

Provide a general list of the manuscript materials. Indicate if any ol the 
material is copvrighted (for example, articles or theses). If possible, translate 
titles oi foreign-language material. Niunber the pages of unpublished 
wi itten materials such as tape logs, lieldnotes, and theses, l.ogs and 
fieldnotes should include the number(s) of their corresponding recordings 
and /or photographs. 

Older manuscripts must be handled with care as they ina>' he fragik'. Do 
not fasten them together with paper clips, attempt to repair them with tape, 
or put rubber bands around them. M \()U [ilan to store them for an extended 
lime, pill them in at id-free foldi-rs and/or boxi's. 

Photographs 

Arrange, number, and label the items, as described above. The (leiiter 
recomineiicls soft (no. 1 ) lead pencils for numbei ing both photographs and 
the envelopes housing photographs, since inks and solvents in inks can 
niigi ate and damage the images. 

Logging: Log your \ isiial images. At the top ol' each photo log sheet, 
include a heading that lists the roll number, page number, or range of item 
numbers, followed by the photographer's name, inclusive date(s), place (s), 
and event (s) dfx umented (e.g., church supper, inteiTiew). Next, brielly 
describe the images. List image numbers, followed bv names ol'subjecls, and, 
if not noted before, the specific date, place, and event photographed. 
Oouble-clu'ck to be sure the information on the photo log matches the 
information on the items themselves (espet iaily the numbers). Again, if 
you write these logs on a computer, please include both printed and diskette 
copies with the materials you send. 
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SiDiing: Ifvou plan lo store ihv plioiograplis for a linu' ijfforf placiiit:; 
tliem ill I lie Archive, house and store iU'gali\esaiKl prints separalelv. Remove 
iiegiilives and prints from the glassine sleeves provided bv photogi apliic 
developing companies; tlieseare tooac idic. Place negatives, prints, and slides 
in iineoated polyethylene, polypropylene, poh ester, oi ac id-f ree papei fold- 
ers or slee\es. Store prints in flat, acid-neiitral boxes. Negatives should be 
stored in special sleeves and placed in binders. Or yon niav place them in 
iipriglil i)oxes, so that they stand on edge. Metal filing cabinets are accept- 
able, but wooden ones are not. The storage environment should be cool, 
diist-free, and neither too luiinid nor too diT. Here are some additional tips 
on working with specific visual formats. 




These black-and-'whUc prints ar'' stored in acid-free envelopes and boxes, numbered, 
and cataloged in a database for identification and retrieval. 

Prints: 1 abel the bac k of Cic h piiolo using a soft lead pc-nc il (no. 1 ). lie- 
sure to |)lace the face of the photo on a c lean, hard sm fac e w hen writing 
on (he- bac k. Iiic hide nanic-s ol subjects uid the ijliotographer. plac e, 
e\c-iil doc unicMUecl, and date-. If the pi int is too sm.iU oi fi agile to hold all 
this infornialiou, ai r.inge the photos c aref ully and desc ribc- each |)h()to 
(along with its lumibei ) on a sheet of paper. Or vou iiiav enc lose each 
photo in a separate, labeled en\c'lope (first, write on the envelope; then, 
insert llie photo). 
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Slides: If \nii .11 c < oiiii ihniiiii;!; miK a icw slides, mmihci i-acli sliflc 011 iis 
p.ipcr moiiiiiiiis^ li aiiic. II vim ,\vc doiiaiins^ man\ roils oi slides, luinihci- 
(•a( li h<)\. ^ oll ma\ al wan I lo mark liic boxes w ith a gciu-ral dcsci iplion 
<>t ilic siibjci t iiialloi. An altoinaliM- to niinibci iiig lioxcs of slides is lo 
plaic the slides in slide paj>;es, wliicii are a\ailable al niosi plioioifiapiiic 
sliDj)'-. We ic((ininiend rij;id slide pajfes or iiiicoaled poKetiivlene or 
poK])iop\lene lor sale storage. In this case, niinibci- each pat^c ol slides, 
rallier ili.in each roil. 

Notice that most slidc-s proi essed eonnnercial coin]ianies liave liie 
(late and slide nunii)er printed on the nioiintins^ Irame. You nia\ use these 
dales to liel|) \oii |)la( e the rolls ii; < hronolo,i;;ical order. 

I se the slide number il need to reler lo an individual item in a box 
01 page ol slides (e.g., "Slide niunber 10 ol box niuiiber ?! was published 
in the Pec cinbei' 1 UcSU issue ol the /^i/iv/f/Zf^/.A w/m'ra/; /-Vi/Zf/f)!/'," or "Slide 1.") 
oil sii .,• page number 20 shows ihe i ollecior with her reiording e(]uip- 
lueiu") . 

Negatives: l.at h roll ol negati\cs should be niuiibered on the negative 
ciixclope 01 slec\e and tlie loi responding number written on the liack ol 
llie ])rints 01 i oiitai t sheet. .Soli pencil is best lor marking envelopes and 
piints. Number en\elo[)es belore placing a negatiw' inside to a\()id 
damaging the pliolograpli. 

Noii( (• that there are item nimibers printed luidei eai ii image on the 
negati- !ilm. Ihese numbers niav be used ii \<)u neeil to reler to an 
!:idi\idu,il image (e.g.. "Negati\-e niuiii)er 12 in roll number 2(i is the best 
image oT a dant ei in traditional < ostu me") . 

hn hide prints ol the negali\cs ^()ll donate. For blai k-and-white nega- 
ines, a 1 1 >nla( i sheet iiia\ surtu e. 

Fll M 

\ii,iiige. number, and label the items in the manner described in the 
set lions al)(i\e. l og liims loi eas\ a< cess to lontents. l'ro\ide technical 
inloi mation alxmi ilie images and sound, iiu hiding the t^ pe and lormat ol 
e(|uipinenl used. Remember lli.it the most lommoii e(]uipmenl used tod;n 
nia\ l)e( ome oi)solete in a lew wars, so gi\c all the techiiieal inlormatioii vou 
( an about the loi mat. 

II the lilm was made belore I'.l.'iO, \nu should ( heck with a prolessional to 
(ieieimine whether it is cellulose nitrate. (!elluIose niirate film recjuires 
spec ial < aie. siiue it is luistable and cxtreiiielv llammablc. 

Stole liliii ill .1 (ool. noiihuinid eii\ ironinent. Reels should be housed in 
I onlainci s. SlicKe lilm reels Hal. 
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Computer diskettics 



l.iki' audio tapes, coinpiitt';' diskt'llt's arc inai^iiflic ifc ordings. Rvad the 
ad\i(i' I'oi' (loiiiitiiig sound ifiordiiigs fof information on arrangement, 
nunii>ering, and laiieiing. Be sine to lake spec ial precautions when labeling 
diskettes. \\m niav wish to consult the iiianiiCaetiirei 's instructions {'t 
im h llop|)\- disks, lor example, should not he wriiien on except with a solt- 
tipped marking |)en). 

A piinted list ol the files included on each diskette should accou\pan\ 
each one. Be sure to include inloi ination about the brand otComputer used, 
software used, and the operating svsiem of the computer the diskette was 
made on (CI'M. DOS. ()S/2, Macintosh, L'nix, etc). If the disk tvpe is not 
priiiic-d on the- diskette, include this ini'ormation as well (d<)ubic--siclecl 
double-densitx , single-sided doubie-densitv, double-sided higli-densilv, etc, ) . 
Computer software and hardware chatige ia|jidlv. h mav be impossible to 
retrie\-e inlormalion from voutdisketteswithout sue h technic al descriptions. 
11 \ (>u .ire sending woid processed files in DOS and arc- able to convert voiu' 
files to ascii, please inc hide i)<)th a word-processed and asc ii \ oi sion of each 
file on the diskettes. Asc ii is the easiest format to reti ieve and use. 

hic liide paper print-outs of the data on the diskettes whenever [jossible. 
If the coUc-ction is exlremc-l\ large (as with a diskette version of a book or 
dissertation cliaft), \<)U might just ]3rint the tables of contents, indexes, 
introducton materials, and/or title jjages. Paper copies of these materials 
will make proc essing liie collec tion easier and make introductoiT infbi iua- 
tioii readiK a\ailabie to inteiesic-d leadeis. 

Diskettes must he pioiec ted from dust and possible soui c esof niagnetism. 
Do not ailow metal ])aper clips to come in contact with tlie diskettes. Nc>ver 
place tluMn near telephones. s< issois, speakers, or kii< hen magnc-ts. Do not 
put rubber bands around groups of diskettes to keep thc-m together, \'ou ma\ 
wish to use a|)pi()]>riaie diskette boxes to organize and store the- diskc-ltes. An 
inex|>eiisi\c' alternative is an appropriatc-lv sized plastic bag. I'se boxc-s, 
diskette inaileis. or paddc-d mailing bags to mail the items to the Center. 
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Appendixes 



I'o ri'A riAi. A(;c)L isn IONS data shkkt 

!. Li'iuliM', donor, or otluT source 
2. Addifss, jjiioiu' nmniii'r 
?i. T\\)c ol ac(|uisilioii 

4. Matoriai or I'tjuiiJinf nt Mippliod b\- Lihran ()r(;on,<rri'ss? 
f). Q,\iaMlit\- and formal, including duration 
(j. I'insical qualit\ 

7. ( ;oiii'cli)r(s) 

8. Sponsor(s) 

9. l'.(]uipnK'nt 

10. \at\u c of oroji'ci and reason lor collcclion 

11. Dcsc riplion ol contents (who, whal. wlieri-. when), including sound 
qualit\? 

I'i. OrgiUii/atioM of lolleclion. inc hiding natuie of identilicalioii, labeling, 
and arrangement 

IIV Nature ol acconi[)anving doi unienlation 

I I. Date ol a\ailabilil\ (and. lor loaned material, return) 

1."). Material oi monetaiv requirenu'nts ol donor, lendei'. or other source 

Iti. r\pe of acicss or lestriclion (il aM\ ) 

1 7. A\ailabilit\ of addresses of performers and other interested parties 

18. Location and nature of other copi<'s (present or future); are an\()f these 
of permanent archi\al (i\ialit\ ? 

19. Publications based on collection (hisiorical. curreni, or luture) 

20. Nature of materials endosed or otherwise examined by staff 

21. Other remarks, including tunisual or outstanding cliarac teristii s 

22. Place ol examination or inteiview 
2:^. Date 

21. Folklile ( ientei staff member 
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FIEI.DVVORK SAMPLE DATA SUl-.K l 



Xiiinix'r 



(lon c'spoiuling to: Tape No. Pholo No. 

\'i(li'(> No. Other 



( loik'Clor: 

('ircmnsiaiues oi inlfiYU'w 



Naiiic of iiiroi iiiaiii: 
Addri'ss: 



Others prcNcnl at inti'iTifw (nami-s and addresse-s) 



Place and date o!' birtli: 



Family iiiforiuatioii: 



Si/f oi' laniiiv (iianu-s and ages); 



F.thiiic licritagf (mother's and father's): 



(ieneration of informant: 

(Date of informant's, parents', or gi aiidparenis' innnii^ration.) 



Circnmstances ol' immijrralion: (reasons) 
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Acii\ili(.-,s in !iaii\t.' coiiiitiy: 



Mitrrational c-xpt-i it-iKi- and navi-l (I'.S.A. and i-1m-u1umc): 



Kdiication, apprciitic csliip, and ii ainintf I'xpi'i ii-nci': 
Occupational I'xpci icnc c: 



(^luiicii or religions alfiliaiion: 

\k'Mii)iT>iiip in organi/aiions (( i\ i( , soc ial. cK . ) 



S[)i-cial inicrcsts, skills, and hohhii-s: 



Important events during life (( i\i( and personal): 



Folklore and traditional inati'rials in inlc )rniani's repertoire (use additional 
page). Brief (k's( riptioii oT genu- oi i\peol periorniani i-) : 



I n lorn tan I "s c >)nnnenlan on pi-i iorin.ini e: 



\\ luMi does lu' or she pi'rlorni ilr 



Time and ( iic lunstance 

I lovN. ulien, wlieie, and Ironi whom did he oi slu- k-at n iir 



Additional ohsi-nations by Cu'ldworker (( harac ter o( inlorniant, contac t 
with mass media and model n world, peison.il opinions and u ,u tions ih.it 
resultc'fl From or inlluenced the inter\iew): 
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AL DIO TAPK !.()(; 



COI.I.KCrOR l Al'K NO. 

TAl'K TlTl.K (IM-ORMAN r OR FA KM ) 

CORRKSPOXDINC; DATA SllKlT NO. 

I'lioro i,()(;n(). vidko i.oo no. 

riKi.i)N(nKS(n.vri:s()R()'iTu;RRi:TRiiAAi.N().) 

CASSl-.m-; RKF.I.-TO-RKKl. Ri:i:i. SIZI-: CASSI-.TTK size (in 

miimtcs) MONO STFRKO 

.SIM-.F.O: 7 1/2 .S.'^' ! I 7/.S l.-)./lfi .SlDl-.S/TR.ACIvS 



IN I KRX'IKW D.ATK TIMF 

I'lAc.i. or iN]r.R\'ii;\v(.S) 



.SKri lN(; AND CIRC.LM.SrANCl-: 



1-()1.KI.()RI'. RKCORDKO 



ADDI l lONAI. Non-.S 



lOIMCSlMMARV 

riMKOR mi:i i:r ioimc - iniorman i 

RK.\DIN(; 
(OPTIONAL) 
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VIDEO TAPK l.OC. 



COI.I.KCrOR TAPE N(l. 

TAPE TITLE (IN'I-ORMANT OR EVENT) 

CORRESPONDING DATA SHEET NO. 

PHOTO LO(; NO. AUDIO I.O(; NO. 

FIEI.DNOTES (DATES OR OTHER RETRIFAAI. NO.)_ 
FORMAT 

INTERVIEW DATE TIME 

PIACE OF INTER\'IEW(S) 



SETTINC. AND CIRCUMSTANCE 



FOLKLORE RECORDED 



ADDITIONAL NOTES. 



TOPIC Sl'MMARY 

TIME OR METER FOPIC / INFOR.MAN T 

READINC; 

(OPTION.AI.) 
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PHOTO l.OCi 



COLLECTOR FORMAT 

CORRESPONDINC. DATA SHEKT \0. 

TAPE LOO NO. VIDEO LOG XO. 

FIELDNOTES (DATES OR OTHER 1^TRIE\'AL XO.)_ 

I\TERVlEW/\'LSrr DATE TIME 

LOCATION'S 

SETTIN'C AND CIRCL^MSTANCE 



TOPIC AN AIA'SIS 
FlUME NUMBERS Sl'BjECT 



«rUS GOVERNMENT PRINTING OFFICE 1995-0-384-682 
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